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CENTRAL INTELLIGENCE AGENCY
SELECTIVZ PLACEMENT PROGRAM

1 APRIL 1976 THROUGH 30 JUNE 1977

- PART A - REPORT OF ACCOMPLISHMENTS FOR 1977

1. GENERAL

The emphasis of the Central Intelligence Agency's 1977 Affirmative Action
Program for the Employment, Placement, and Advancement of Persons with Handi-
caps including Disabled Veterans was on the completion of those actions carried

- over from FY 1976. 1In addition, we planned to concentrate on the training
and orientation of managers, supervisors, and assistant coordinators; involv-
~ 1 ing handicapped employees in reviewing and solving problems; expanding our
outreach activities to recruit handicapped persons for anticipated needs;
and publicizing the program within the Agency.

While we completed most of the items carr1ed over from FY 1976 and some
of the 1977 items, we were not able'to complete all of them. A thorough
review of the p]an, our efforts and the partial results reveals that several
objectives are more complex and time-consuming than we had anticipated. In
addition, other demanding work requirements in some instances took prece-
dence. Despite th1s, excellent results were achieved in areas not specifi-
cally contained in the Affirmative Action Plan. These achievements, as
outlined in a later paragraph'are all the more grat1fy1ng because they are
a reflection of increasing awareness of, and growing interest in, the pro-
gram and its goals.

2. STATUS
HANDICAPPED PROGRAM

OBJECTIVE 1: Complete those FY 1976 Handicapped and Disabled Veterans
: Programs objectives which remained uncompleted as of 31
March 1976. (Note: Action items D through H concern
disabled veterans specifically.) (Action to be completed
Feb. 1977) (Completed)

.Item A. We have briefed and updated Assistant Coordinators on the
progress of the program. However, because we do not yet have complete
data on our handicapped employees, we were unable to levy the requirement
on the Assistant Coordinators to review the status of and plans for handi-
capped employees under their jurisdiction.

Item B. While we believe that the unpaid work exper1ence program has
a great deal of merit, our initial discussion and review of the various
facets involved reveal that our target date for completion of this item
was unrealistic. We plan to continue our discussion and review with a
view towardappreved®oriReldaskd2@04/03/23 : CIA-RDP80M00165A001700110022-1
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tions and the information-from the CSC regarding surveying employees, we
~ will be able to computerize the information we obtain from the survey.
This is a task of major proportion, however, and we were unable to under-
take this project in this fiscal year as we had hoped. This item will be
- one of our major areas of concentration in FY 1978.

Item D. Literature and information from various veterans' organizations,
and those interested in assisting veterans have been obtained on a regular basis
and circulated to managers and reviewers of applicant files as appropriate.

Item E. We have completed our review of the employment, training, and
_promotion records of our known disabled veterans and have found no areas of
concern. Indeed, while their progress has been equal to their peers in most
cases, it has surpassed their peers in some cases. Since many of the co-
ordinators involved in this review were not aware of the disabled veteran
status of these employees, we could conclude that our personnel management

system generally insures equality of treatment for equally qualified
employees. '

Item F. In addition to providing statistical and other information
to the Director of Personnel for use in addressing various seminars and
training courses, the Coordinator has personally briefed field recruiters,
seminars, personnel officers and individual components on disabled veterans.
Because it is extremely difficult to fit new modules into training courses
already in existence, we hope to beable to develop a separate program on
disabled veterans and the handicapped.

v Item G. A review of our records revealed that there seem to be no
barriers to limit participation of disabled veterans in the Agency awards
program. Indeed, we are pleased to report that 16 of our known approximately

100 disabled veterans have received suggestions and/or achievement awards
in the past fiscal year.

Item H. Although we have not devised a statistical report for publica-
tion, we have published our semi-annual report on disabled veterans in the
form of a notice to all employees with 1 copy for each 6 employees. This
report, which is a semi-annual update on disabled veterans specifically,
coupled with the publications of the affirmative action and report of

accomplishments, comprise our reporting system to keep all employees in-
formed of the program. ’

OBJECTIVE 2: Review new pamphlets, posters, and other advertising
and orientation materials with agencies and organiza-
tions involved with the Handicapped program, to update
our materials and present fresh displays. (Action to
be compieted April 1976) (Completed)

As they have become available, materials, publications and special
posters concerning the handicapped program are displayed on bulletin boards
throughout the Agency and interchanged periodically between buildings. Al-
though we were unable to arrange a special display in 1976, material and
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NETH week. 1In addition, special posters were designed and posted to adver-
tise the White House Conference. As a result, several inquiries have been
received regarding the results of that conference. Further we are providing
copies of the PCEH publication "Performance” and the NAB publication "Jobs

~ for Veterans Report" to senior managers and component personnel officers.

OBJECTIVE 3: Make annual review. of employment records of all known
handicapped employees to determine if their progress is
satisfactory in job and training assignment. (Action
to be completed November 1976)  (Completed)

We have reviewed the records of those handicapped employees identified
by components in 1973 and have determined that the progress of most is
equivalent to their peers. As with the disabled veterans, it is better
in some cases. In the few cases where the employees have been in grade a.

considerable length of time, ‘there are Justifiable reasons for the Tack
of promotion. :

OBJECTIVE 4: Establish a panel of handicapped employees and disabled
: - veterans to participate as trainers and lecturers in
orientation and training courses. (Action to be completed
March 1977)  (Not completed)

Since our basic dat§ on handicapped employees has not yet been collected,
our completion date here proved te be unrealistic. Action on this objective
will be delayed until our survey has been completed and analyzed.

OBJECTIVE 5: Review and menitor training materials, lectures, ahd
films on handicapped programs being presented in the

Agency's orientation and training for assistant coordi-
nators. (Not completed)

Preliminary discussions have been conducted with our training staff
officers about this objective. From these discussions, however, it became
readily apparent that- our projected target date for completion in September
1976 was not realistic. We will continue working on this very important
feature of 'the program during fiscal Yyear 1978.

- OBJECTIVE 6: Initiate a review of medical requirements for employment
to determine if.they are unnecessarily restrictive to the
employment of handicapped persons. (Action to be com-
pleted Cune 1977) (Partially completed).

Following collection of Federal Personnel Manual information on medical
standards, informal discussions were held with members of the Office of
Medical Services on this subject. Because of the complexity of such a
review and the demand of other priorities, we had no alternative but to post-
pone action on this objective. We plan to continue to work on this project
but do not foresee an early conclusion.

OBJECTIVE 7: 1Initiate a review of current disability retirement pro-
- cessing procedures to determine if satisfactory effort
is being made to retain personnel who become disabled.

-3 _
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(Action to be completed September 1976) (Partially
completed) -

Federal Personnel Manual and Agency information and regulations‘on thié »
subject have been collected and reviewed. This also proved to be more com-
plex than anticipated and remains uncompleted at the end of the reporting
period. R '

"OBJECTIVE 8: (Disabled Veterans)
Review new pamphlets, posters, and other advertising and
orientation materials obtained from agencies and organ-
izations involved with disabled veterans to determine

- the feasibility of providing a major display of one .
week's duration. (Action to be completed December 1976)
(Partially completed) R

Our intention to have a week-long exhibit during NETH week in October
1976 was not realized. However, although sufficient material was not avail-
able for a major exhibit, we did display what was available on Agency bulle-
tin boards. Plans have already been initiated for a major exhibit of 2 weeks
duration this fall which will include the Disabled American Veterans' exhibit
which was displayed during the May 5 and 6, 1977 PCEH Conference at the
Washington Hilton Hotel. Our 1978 Plan will see this project through to
complietion. - o '
OBJECTIVE 9: (Disabled Veterans)
’ Initiate a review of current Agency records concerning

‘disabled veterans with a view towards verification of

the accuracy of the data. (Action to be completed October

1976) (Partially completed)

We have verified the data on our currently known disabled veterans
and have reviewed our present coding system. We have concluded that the
current porcedure - which is dependent on input from the newly-employed
veteran - is satisfactory and meets our needs. A method for updating is
linked to the total program and will be part of our survey.

In addition to the accomplishments reported above, several others
are reported below which were not a part of the formal affirmative action
plan. For example:

- One component, where 5 deaf employees are assigned, has purchased
5 MCM machines. Three are located permanently at strategic locations
and two are loaned as needed to the hearing customers of the deaf
programmers. Four of these deaf employees have MCMs at home and now
can communicate directly with their offices. '

The Security Duty Office now has an MCM machine which is available
for emergency communications purposes. Six of our ten deaf employees
have similar equipment in their homes.

Our Texas-based recruiter has been invited to participate in the
University of Texas Job Readiness Clinic, Rehabilitation Counselor
Education Program as a guest lecturer enunciating job opportunities
in CIA to handicapped groups. _
Approved For Release 2004/03/23 : CIA-RDP80M00165A001700110022-1
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and all deaf employees were given a special safety briefing utilizing
the services of a sign-language interpreter. .

We have purchased a sign-language instructional course on video

cassettes which is available in our self-study center for use by
interested employees. '

Architectural modifications have been completed at several other
Agency buildings: restrooms were modified in one; a water fountain
lowered in another; and wheelchair entrance ramps installed at others
which the Agency leases. In-addition, 4 visitors’ parking spaces
close to the Headquarters Building have been set aside for handicapped
visitors. As new leases are negotiated for those buildings in which

the Agency is a tenant, provisions for correcting architectural
barriers are being included.

A one-week intensive sign-language course was conducted for 6 employees,
while several others are attending evening courses at their own expense.

An-arrangement has been made with our Office of Medical Services (OMS) ‘to
provide the same selection guidance on deaf applicants as is now pro-
vided on hearing applicants through testing. Deaf applicants for these
professional positions which require testing will be interviewed by

the appropriate OMS~officer rather than tested.

A sign-language interpreter was engaged to assist in the briefing of
deaf employees in one office.

-5
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PART B - INTRODUCT.ON TO "378 PLAN

The Central Inte1]1gence Agency's employment po]wcy for applicants and
‘employees is one of equal opportunity and full consic ration for employment,
placement and advancement of individuals in positions for which they qualify,
with no discrimination against anyone because of the existence of a handi-
capping condition. Our personnel management system is so designed as to
provide equal treatment and maximum opportunities for all employees, disabled
and able-bodied alike, in the areas of merit promotion, upward mobility
and training. The decentralized system places responsibilities and authori-
ties at the lowest management level which can insure administration consistent
with Agency policy. Each subordinate component has promotion/assignment/
training panels, the members of which are first-line, mid-level and/or
senior managers who make use of the personnel files and performance records
~in determining actions to be taken regarding the employees for whom they
are responsible. Many offices have assigned Career Development Officers
whose primary responsibilities are to develop career plans or tracks for
their components, to provide advice and guidance to managers and super-
visors, and to provide assistance to the employees of the1r components in
the career development process.

The attached policy statement, signed by the Director and circulated to
employees in the form of a~Headquarters Notice (1 copy for each 6 employees)
reaffirms the Agency's commitment to the principles and goals of affirmative
action on behalf of handicapped individuals and disabled veterans. (The term
"handicapped" as used hereafter includes disabled veterans). In this Notice,
the Director has delegated to managers and supervisors the responsibility
for implementing and supporting affirmative action efforts and for integrating
the principles of the program into the daily management process.:

In our 1978 Affirmative Action Plan for the handicapped, we are con-
centrating on the following major program areas: vrecruitment; data collection
and reporting; training; placement practices; accessibility of facilities; and
program evaluation. To administer this program in the Agency and to success-
fully carry out the provisions of the Affirmative Action Plan, at least 50%
of the Coordinator's time and no less than 5% of the Assistant Coordinator's
time should be devoted to this effort. The basic cost of the services of

the coordinators, training for handicapped employees and miscellaneous fees
is as follows: .

$66,850 - salary costs for the Coordinator for Selective Placement
and 40 Assistant Coordinators who would devote 50% and
5% respectively of their time to those duties (Average
grade: GS-13/4)
2,000 - training
1,000 - guest lecture fees, training films, materials, etc.
$69,850 - TOTAL
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PART C - PLAN OF ACTION 1978

-ASSESSMENT

In accordance with the new requirement for an assessment of the program,
we have conducted a review of our efforts in relation to major program areas.
The results of this review are reported in the following paragraphs.

PROGRAM AREA 1: RECRUITMENT

ﬁEASUREMENT STANDARD: An increase of the handicapped
new-hires over the previous

year.
CURRENT SITUATION : CONCLUSIONS
'~ Concentration had been on recruit- - Communicationé with vocational
ment of disabled veterans with less rehabilitation centers and educa-
emphasis on the general handicapped tional institutions where the
population. ' handicapped and disabled veterans

. are enrolled need to be increased.
—_Resu]ts of our efforts are not good.

- Reguirements need to be refined and
- Most applicants are se]F‘referra]s - defined more specifically.
or are referred by others.

- A determination of component needs

- The feasibility of providing unpaid for unpaid workers is necessary.
“work experiences for the handicapped
and disabled veterans is still being - Improvement in guidelines provided
considered. : to recruiters is necessary.

- Feedback from recruiters shows un-
availability of qualified disabled
veteran applicants from Veterans'
organizations.

- Applicants are considered on the
basis of qualifications with con-
sideration of the disability only
in relation to a specific position.

PROGRAM AREA 2: DATA COLLECTION AND REPORTING

MEASUREMENT STANDARD: Existence of computerized
data for review, analysis,
reporting and planning pur-
poses.

CURRENT SITUATION CONCLUSIONS

- Data on handicapped employees is not

; - The employee survey must be con-
complete.

ducted 1in order to obtain the

necessary information. -
- We are unable to identify employ- J '

ees who become disabled on the job.
Approved For Release 2004/03/23 : CIA-RDP80M00165A0017001 10022-1
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- Updated status reporting to the - A system must be devised whereby
* -~ Agency population has been accom- the information obtained from the
plished only generally through the survey may be updated.
publication of affirmative action
plans, accomplishments reports and - Applicant information should be
“disabled veterans reports computerized. '

- Statistical information on appli-
cants is available in a manual
system but, although time-con-
suming, is not too aifficult to
provide. v

- - An adequate system exists for
acquiring disabled veteran informa-
tion upon initial employment. An
update mechanism does not exist.

PROGRAM AREA 3: TRAINING

MEASUREMENT STANDARDS: Existence of in-house courses

: : - and an increase in the numbers
of employees attending formal
courses relating to the handi-
capped program.

-

-

CURRENT SITUATION - ~ CONCLUSIONS
- Coordinators, Personnel Officers, - We must seek out opportunities to
Recruiters and their assistants, ‘ brief component heads, their managers,
and some managers have been briefed and special groups on the program.

on the program.
- Purchas1ng the "Successful Super-

- Several coordinators have attended
the CSC course for Coordinators.

Several supervisors have attended
the CSC course "Successful Super-
vision of the Handicapped"

A specific in-house course for co--
ordinators has not been developed.

A module on the program has not
yet been developed for inclusion
in’ the existing managerial/super-
visory courses.

PROGRAM AREA 4: PLACEMENT ACTIVITIES

MEASUREMENT STANDARD:

-2-

vision of the Handicapped" kit will
enable us to provide specific
training for recruiters, supervisors,
managers and coordinators.

Job satisfaction of handicapped
employees as reported by them
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- A placement follow-up interview

pri..am has not yet been established.

~ A review of efforts made to retain

potential disability retirees has
not been initiated.

- The review of medical standards
has not been completed.

PROGRAM AREA 5:

- With the assignment of additional
resources, a follow-up interview
program could be initiated.

A system needs to be established
whereby the coordinator becomes
aware of potential disability re-
tirees as early as possible.

A review of cancellation of appTi—
cant processing due to medical
reasons needs to be undertaken.

ACCESSIBILITY OF FACILITIES

MEASUREMENT STANDARD:
CURRENT SITUATION

Headquarters Building has been made
accessible with wheelchair ramps,
reconfigured restrooms, and park1ng
facilities. -

Some other Agency-owned* bu11d1ngs
are partially accessible.

Leased buildings are not yet barrier-
free. -

An MCM module has been installed
in the Security Duty Office

for emergency contact use by
deaf employees.

No visual alarm sysfem exists for
geaf employees.

Aids for the blind (e.g., braille
numbers in elevators; different
tones for up and down elevators) -
have not been jnstalled.

PROGRAM AREA 6: PROGRAM EVALUATION

MEASUREMENT STANDARD:

CURRENT SITUATION

- Limited evaluation has been done

-3-

Absence of architectural barriers.’
CONCLUSIONS

 Follow-up is necessary to insure that
those Agency-owned buildings where
architectural barriers still exist
are made barrier-free.

As leases are renegotiated for build-
ings where the Agency is a tenant,
requirements for removal of barriers
must be included.

The installation of a Qisual alarm
system for deaf employees should be
explored.

The need for aids for the blind is
Tow-priority as we currently employ
no blind persons.

Ability to accurately evaluate
the program and determine the

- degree of achievement.

CONCLUSIONS

- Establishment of assessment criteria
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PROGRAM AREA 7:

Approved For

on an informal basis and primarily
in relation to completion or non-
- completion of specific objectives.

- Criteria and procedures-for'eva1ua-
tion have not been established.

PUBLICITY

MEASUREMENT STANDARD:

CURRENT SITUATION

An advisory committee has been
established to assist in the
program.

Posters have been placed on un-
‘official bulletin boards in Head-
quarters building and on special
occasions, on official bulletin
boards in all buildings.

Informational pamphlets are in-
cluded in applicant files for the
reviewer's benefit.

Performance and Report magazines
are distributed to Office Heads
and component personnel officers
monthly.

The existence of the program is
announced to new employees during
their entrance on duty processing,
and bookmarks, or calendar cards
from the President's Committee are
included in the EOD kits.

Various groups of employees (per-
sonnel officers, recruiters, mana-
gers) have been briefed on the
provisions of the program.

The role of the Coordinator has not
been defined specifically nor infor-

mation concerning the services of the

Coordinator published.

-4
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and procedures is necessary.

Monthly distribution of literature
to managers and publication of
quarterly bulletins to all employees.

CONCLUSIONS

- Progress in this program area has
been good.

- Information regarding the services
of the Coordinator should be made
available to employees.

- The possibility of publishing a
quarterly update to employees in

the form of a newsletter or a bulle-

tin should be explored.
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PROGRAM AREA 8: REGULATIONS

MEASUREMENT STANDARD: Existence of regulatory
policies, guidelines and
operating instructions.

CURRENT SITUATION CONCLUSIONS

The existence of. the handicapped
program and its goals has been
published only in notice form should be published to provide

"~ which does not carry the same guidelines and operating instruc-
weight as a regulation. tions. '

- A regulation on the handicapped
program, similar to the EEQ one

Guidelines and operating instruc-
tions have been provided in-an in-
formal manner.

-5

Approved For Release 2004/03/23 : CIA-RDP80M00165A0017001 10022-1




S 03/23 : CIA-RDP8OMO001654801700110022-1
PART ¢ - pORPGYRRR@RSS 398 ¢

OBJECTIVE 1: (Recruitment)

Increase by 25% the number of handicapped new hires in FY 1978.

IMPLEMENTATION PROCESS . RESPONSIBLE OFFICER(S)

TARGET DATE

A. . Review recruitment guides to Coordinator and
determine the need for clari- Assistant Coordinators
fication and refinement with :
regard to physical requirements.

Amend guides if neéessary and Assistant Coordinators
submit to the Office of Per-
sonnel.

Disseminate updated guides to Chief, PSB
recruiters. :

Extend communications with re- Recruiters
habilitation centers and educa-

tional institutions where

handicapped individuats are en-

rolled. R

Report results of extended " Recruiters
outreach activities.

OBJECTIVE 2: (Recruitment)

30 Sep 77

30 Nov 77

31 Dec 77

28 Feb 78

31 May 78

Determine the feasibility of providing handicapped persons with work
experience on an unpaid basis through State Rehabilitation Agencies.

IMPLEMENTATION PROCESS RESPONSIBLE OFFICER(S)

TARGET BATE

A. Review the program in rela- Coordinator
- tion to Agency personnel
practices.

Determine specific needs of " Coordinator and
components. ' " Assistant Coordinator

Review findings and report Coordinator
to the Director of Personnel

‘concerning the feasibility of

the program in the Agency.

OBJECTIVE 3: (Recruitment - Disabled Veterans)

31 Oct 77

31 Jdan 78

30 Apr 78

Increase by 25% the number of disabled veteran new hirés in FY 1978.
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A. Review recruitment guides - Coordinator and 30 Sep 77
. to determine the need for Assistant Coordinators
clarification and refinement
with regard to physical

requirements.
B. Amend guides if necessary - Assistant Coordinators 31 Nov 77
~and submit to Office of
Personnel.
C. Disseminate updated guides' Chief, PSB ~ 31 Dec 77

to recruiters.

D. Extend communications with Recruiters 28 Feb 78
rehabilitation centers and
educational institutions
where disabled veterans
are enrolled.

E. Report results of extended Recruiters 31 May 78
outreach activities.

OBJECTIVE 4: (Recruitment - Disabled Veterans)
Exp]ore the possibi]ity of making unpaid training and work experience
available to disabled veterans. '

IMPLEMENTATION PROCESS - RESPONSIBLE OFFICER(S) TARGET DATE
A. Review the program in relation Cocrdinator ‘31 Oct 77
' to Agency Personnel practices. :
B. Determine specific needs of Coordinator and 31 Jan 78
components. . . Assistant Coordinators
| .C. Review findings and make a Coordinator 31 May 78

recommendation to the Director
of Personnel concerning the
feasibility of the program

in the Agency.

OBJECTIVE 5: (Data Collection and Reporting)

Obtain information from employees regarding the existence or history of
disabling conditions.

IMPLEMENTATION PROCESS RESPONSIBLE OFFICER(S) TARGET DATE
A. Review survey guidelines Coordinator and 31 Aug 77
and information provided Committee

by the Civil Service
Commission and adapt for
Agency use.
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_ B. Develop plan of action and
procedures for the survey. .

C. Prepare drafts of issuances
for review and approval by
the Director of Personnel.

D. Brief component Personnel
0fficers and managers on
the survey and its purpose.

_E.  Arrange for distribution
of survey questionnaire
to all Agency employees
with appropriate dead-
line for return.

Coordinator and 30 Sep 77

Committee

Coordinator and 30 Nov 77
- Committee

Coordinator and 31 Jan 78

Committee

Coordinator 28 Feb 78

OBJECTIVE 6: (Data Collection and Reporting - Disabled Veterans)

Update information on disabled veterans with regard to current status

of their designation.

IMPLEMENTATION PROCESS

-~

A. Review information obféined
from the employee survey.

B. Correct existing records
if necessary.

C. Devise a form for disabled
' veterans to complete on an
annual basis regarding
status at that time.

OBJECTIVE 7: . (Training)

RESPONSIBLE OFFICER(S)  TARGET DATE

: Coordinator 31 May 78
Coordinator and 30 Jun 78
Chief, SRB
Coordinator, (1979)

RMO, Chief, TRB
and Chief, SRB

DeVe]op orientation and training pfograms to increase knowledge of the
handicapped program and enhance supervisory skills.

IMPLEMENTATION PROCESS

A. Review training materials
and films and monitor lec-
tures being presented on the
program within the Agency.

B. Obtain additional material
if necessary.

C. Determine the ways in which
sensitizing training may
be provided.

"RESPONSIBLE OFFFCER(S)

TARGET DATE

Coordinator, 31 Aug 77
Committee and

Training Officer

Coordinator 31 Oct 77
Coordinator,

31 Dec 77
Committee and o
Training Officer

: -3- :
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clusion in existing . Training Officer
managerial and supervisory :
courses.

OBJECTIVE 8: (Placement Practices)

Determine if Agency medical standards are unnecessarily restrictive to the
employment of handicapped persons including disabled veterans.

IMPLEMENTATION RESPONSIBLE OFFICER(S)  TARGET DATE

A. Meet with Office of Medical Coordinator 30 Nov 77
 Services representative to
discuss current standards.

B. Analyze results of discussion Coordinator and 31 Jan 78
and determine the need to Director of Personnel
establish a review committee.

C. Establish a review committee . Coordinator and 31 Mar 78
if necessary. Director of Personnel

D. Recommend amendments to . Review Committee or 30 Jun 78
standards if required. ° Coordinator and

Director of Personnel

OBJECTIVE 9: (Placement Practices)

Determine if current disability retirement processing procedures include
satisfactory effort to retain personnel who become disabled.

- IMPLEMENTATION PROCESS RESPONSIBLE OFFICER(S)  TARGET DATE
A. Review current prdcedures.. Coordinator and 28 Feb 78
o Chief, RAD/OP
B. Determine if changes are Coordinator and 31 Mar 78

necessary. : Chief, RAD/OP
C. Prepare analysis and make ~ Coordinator 30 Apr 78

a recommendation to the
Director of Personnel.

OBJECTIVE 10: (Accessibility of Facilities)

Assure accessibility of facilities.

IMPLEMENTATION PROCESS RESPONSIBLE _OFFECER(S)  TARGET DATE
A. Monitor progress of Coordinator 31 Dec 77
building modification and
projects. ) 30 Jdun 78
-4
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Insure RRIQVSd For pase 20 Chief, LSD/OL 31 Mar 78
leased buildings contain
provisions for correction
of architectural barriers.

OBJECTIVE 11: (Program Eva]uation)'

Establish criteria and procedures for evaluating the status of the

handicapped program to insure that objectives are met.

IMPLEMENTATION PROCESS | : RESPONSIBLE OFFICER(S) TARGET DATE

A.

Review Civil Service. guide- - Coordinator and 31 Aug 77
lines on assessing programs. Committee

Adapt the CSC guidelines . Coordinator and 30 Apr 78 :
and develop an evaluation Committee
system. '
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June 30, 1977

7e$sentlal to assure. ful
To effect;vely 1mp1enen

iijThe purpose of this FRM Letter i to‘prov1de guldance for developlng ‘an approvable
e afflrmatlve action program plan Wthh addresseq the subJect areas empha31zed above :
Q, and outlxnes requlrements for- the . 1978 annual report and . plan

?rogram Goal'?T

The Federal Governmen is committed to a'po11¢y that will provide equal employment
5'opportun1t1es for quellfled handlcapped individuals in Federal jobs. In addition,"
.. . statutory- provisions require maximum _promotion of Federal employment and advancement
l;opportunltles for qua11f1ed disabled veterans. Therefore, realistic affirmative action
"~ must.be based. on thoughtful Dlannlng.b ‘As a ‘guide toward implementing this policy, a
o program goal has been esta 11sh'd whlch all Federal agenc1es should strive to attaln

- To ensure that qua 1f1ed handlcapped 1nd1v1duals, 1nc1ud1ng dlsabled
- veterans and Federal employees who become disabled, have a full measure
of opportunities in hiring, placement and advancexent in Federal employ- = -
"ment and that this concern is reflected as an integral part of ong01ng
. agency personnel management programs, as ev1denced by:

'ﬂdlsabled persons employed in .a broad range of grade levels
and in a representative variety of ‘occupational series w1th
career advancement commensurate with opportunities and rela-
tive merit within an organization, and
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: obs that do not unnecessarlly exclude 1ncumbency by’ :
dlsabled individuals because of job structure or design,
-or because of" arehltectural transportat1on, commun1cat1on,
-procedural or attltudlnal barrlers.

Levels of Program Respon51b111ty o

_ijl At the headquarters level each agency ‘is respons1b1e for’ settlng agencywldeHJA:
’_obJectlves for the administration and management of the program. It is here
where the’ agencywlde affirmative action plan'is updated, evaluations of program
‘;aeffectlveness are made;" and annual reports are prepared for submission to the
L Civil Service CommlsSLon. . As a minimum, agency objective 'should address the

" An’ 1nterna1 ata collection’ ystem for purposes of local and
'agencyw1de assessment 'and plannlng :

Inclusion of sources of handlcapped persons in agency recrult
ment efforts.'

Inc1u31on of‘handlcappedvemployoes 1n'mer1t promotion upward
.-mob111ty, and'tralnlng programs.'u”-'

- Assuring accessibillty of fa0111tiesg

'}Al Agency components or 1nsta11at10ns ‘ard responsxble for carrylng out results-
“oriented activities to meet agency program objectives. Guidance for developirg
-and implementing local plans, as well as requirements for program assessment and
'Jfaccountablllty, are the respon51b111ty of each agency. In contrast to the agency-'
".-.wide program plan whlch is primarily oriented to program management local action
-~ plans are operational in nature.; Local . plans are not required to be submitted to
};the Civil Service Commissions however, ‘they, as well as perlodlc assessments of
.. progress implementing .them, should be available for both agency and Civil Service
".Commission evaluation purposes.’ Local ‘plans are composed of action items that:
- address operatlonal activities tailored to meet local needs. Actions which w111
~be helpful "in carrying out an affirmative’ action program plan are contained in
Attachment I. This listing is not all Jnc1u51ve, nor should all the items be
. automat1cally 1ncorporated 1nto a plan w1thout regard to local needs.**" .
;5; It should be recognlzed that the dlfferences between headquartets and local
‘‘action program plans will vary with the size of an agency. A small agency housed
principally in one location might combine program administration and operational
_activities into one plan. However, for large agencies with several subagencies
and with mary installations across the country, the agency program management
"objectives should be reflected in the-departmental and -regional plans. '
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.7 Program Assessment

6. Agencywide plans and reports which are submitted to CSC must contain an
assessment.of the program as it compares to the program goal. A minimum of one
assessment is. required.each year which will describe agency programs as of, or
during the period shortly before, June 30. - M o

" 7. A clear way to conduct program assessment is to compare each objective with
the situation as it currently exists in ‘the subject area addressed” by the objective.
"-Opportunitiesvfor‘making_any‘néeded or beneficial changes should then be assessed;
“and problems, as they are or as they might be anticipated, should be identified.
In effect, this_proceSé mékes'each_objettive a standard: of performance against
“which agenéies;can”méaSﬁré.progreSé;_analyZefprObléms, and decide which actions
‘to take.-'Aniexample‘dflthislprocgss is outlined below: ) )

Program Assessment

et

'Oégérﬁﬁnitieé'fofTChange

©+ " formance) '~ .determined 'if ‘not readily . - . problem(s) as exist or are
R : -+ . obvious) ! - IR anticipated) =~ o -

S "(St;ﬁdara of per; "_ (ihdlﬁdehekpiaﬁatisn;ofuhoh‘  S ﬂ(includé”idéntifigation of

"V'Recruitmeht 7. Occasional outreach for applif,f_xExtend outreach for handicapped -
' ;. 1% cénts to State rehabilitation . - to all‘usual_recruitment sources.
'’ .dgencles. Most applicants come U
‘ _ i from gegisters or by self or . Provide orientétion/training
e oL " other referral. Information - recruiters. o
(f". = o 7 ‘obtained from reports provided . ; )
. " by agency.coordinators. . Feedback from installations
- MURCURPR A SIS "X and Y" shows unavailability
- of applicants. S

Increase communications with
State rehabilitation and similar
* agencies. © ' ) :

Projected hires for year increas-
ing in accounting/auditor series
tup 400).," - ; :

Assure accessibility A survey revealed that about GSA can inexpensively make modi-
of facilities ' 50 percent of facilities need fications in about half of cases.
- o modification. . e o :

L Do Funds will be needed for some

- changes--resources need to be
budgeted.

Some buildingsare leased, need
to make changes through lessors.

Establishing Actions

8. The next step after an assessment has been made is to identify the most
appropriate actions that can realistically be undertaken to assure progress
towards attaining objectives throughout the organization. In effect, action
items are proposed solutions. To the extent possible, action items should be
clearly stated in such a way that their accomplishment is measurable.
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Actlon items should notiextend beyond the report1ng year., However, actlon'
items may be added at’ any time when sxgnlfxcant problems are identified or when .

f,on301ng program evaluations’ indicate a need for their addition:: "The important

point is that the .need for. add1t10nal action:'may become evident durlng the ‘1ife-

of a plan -and that .when this occurs,. appropriate measures- should be initiated
regardless of whether the plan. is formally modified to include the specific T
~activity Along with' each act1on "item the following should be included: method ~.
of 1mplementat10n, planned date [for’ accompllshment and .the official or office
espon51ble [for accomp11shment he . part ‘of the action plan which covers the ...
bove Jnformatlon on, actlon 1tem “can’ be shown in a- 51mllar format or as’ an exten—
sion jof .the assessment process format. descrlbed above 1n 7.

Personnel Management Evaluations

an accurateﬁplcture;of the- status of employment of handlcapped
1nd1v1duals ‘can be_.made~for presentatlon to the head of the .
agency, the Interagency.Commlttee on Handlcapped Employees and

ll., Agencyw1de affirmative. action program plans will be rev1ewed and evaluated by
‘the Offlce of Selectlve Placement .Programs,. Civil Service Comm1551on whlch will
‘approve ‘or’ dlsapprove them., Informat1on furn1shed in agency annual reports and
plans w1ll be evaluated for. resul s d1rectly related to: (a) the objectives which

have been set’ by’ the head of the .agency for admlnlsterlng and managing. the program : -ﬁ_'x

at all levels of operatlonS' (b) ‘the progress in attaining these objectives;
.(c) ‘the agency's’ ‘assessment’ of opportun1t1es for effecting changes, and (d) actlons
'the agency‘plans ‘to. take. ' - . :

:12; fConducting operating level program evaluations is a responsibility of both the.
agency and the CSC. . Local level plans should be evaluated agalnst crlterla devel-
oped by each agency ¢

'to~meet local needs

1978 Report1ng Requ1rements T

fl3.p ‘Plans w111 be submltted by all agenc1es on “or shortly before “June 30 1977

" covering the period of July 1, 1977, . through June 30, 1978. Subsequent plans will
be submitted on, or shortly before, June 30 of each year cover1ng the same’ period
of time, i. e., July 1 through June 30. S »f,.": R I

14. As in past years annual reports and plans w;ll contlnue to have flve ma|or
components: - e
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Report of Accomplistments for 1977.. T part must be -
" specifically addressed to action items and target dates
“listed in the 1977 plan and must show results attained
during the year. An explanation for significant changes
in program actions or target dates must be included. The
1977. report of accomplishments will cover the period April 1,
".1976; through June 30, 1977.. Subsequent reports of accom- .
“plishments will cover_ the reporting year of July 1 through
June.‘z30._‘ DT S S i S R

“

1hkfédﬁcfioﬁ'£6'1978 P1ah;ffThis‘part'ﬁuSt\inblude an
‘gxpyanapipnﬂofi;he'adminisprgtive organization, staffing
sources for. implementing an affirmative action program,

cy statement by the head of . the agency which clearly.. _
es - the' commitment of top management is required.: EETEN
t"ﬁentghged.not‘be_geissued except when there is a T

" the head. of the agency.. Designation of ‘the in-...

é?é%sigﬁedhthe-direct;responsibiyity.fqr.implementing )

cy . should be. included.

Plan of Ac for 1978." In aécbrdénce'withqexisting'statutes
(P.L. . 93-112 and 93-508}, each department, agency, and instru-
mental tj‘within}théfexechtivé.branch<(iﬁcluding U.S..Postal
Sérvité*and*U}Sfdestal Rate Commission) must submit an annual .
éfﬁ@rmétive action plan for-the hiring, placement, and advance-. . .
méntfbf.handicapﬁedfindividhals, including distinct specifica-
tions for, disabled veterans. The laws also stipulate that the
Civil”Séfyicé'Commission,,after consultation with the Interagency
“,Committee on‘ﬁandicapped Emplpyees, must review and approve

' ‘agency-plans. "

VQ'Elans’must dutline gggnczwide objectives which address adminis-

"' trative and management processes where actions can be taken to

7 assure progress¢in‘attainihg the program goal throughout the
organization.” Objectives must be related to attaining the pro-
- gram goal and extend beyond a single reporting plan year and
 ,p;obab1y will remain unchanged from year to year. Until they

_.are reached, they can be considered as improvement objectives.
‘E'When”réached,_they can bpcome maintenance objectives.

"{Thé~di§épsSionfon'program'hssessment is an integral part of
- . “the plan and should follow the format described in item 7 above.
Also, it should be a consolidation of information; for example,
750 installations have established ongoing recruitment efforts
- .with State rehabilitation agencies, the remaining 10 installa-
'g‘tioné_arehfnéluding this action in their current plans.

'Séétistical Report of Handicapped Employees. This réport must
reflect data as of December 31, 1976, as shown in Attachment II.
(Also see CSC Bulletin 306-10, dated January 13, 1977.)

Statistical Report of Disabled Veterans. This report must also
‘reflect data as of December 31, 1976, as shown in Attachment 111.
(See CSC Bulletin 306-10, dated January 13, 1977.) ‘
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5. Beginning with the report due June 30, 1978, agencies will submit Part A - =
©_ . MReport of Previous Year's Accomplishments'; Part B - "Introduction", only if
", Yesources and policy have changed; and Part C - "Plan of Action", which must
" reflect new, modified, or terminated objectives or action items resulting from
. program changes, accomplishment,/br,lack.of:accomplishment.‘ Parts D and E will
“‘change in" future years when data becomes available through the Central Personnel
" Data File. o o lofrorind T R T I S
2 16. - Annual reports,.including‘plaqs, must,be submitted on time and must contain
" the required information specified in item 14 above. Plans which do not provide
‘the requi:ed*inforhation‘will not .be considered approvable. ."Agencies will be -

R L z

“notified immediately if plauns are incomplete or disapproved and will be given not’ _
‘more than 30 calendar days to resubmit.: If significant modifications are required .
before a;plah,canvbe'approVéd,‘(ng:;?lack'df'appropriate timetables where it is
‘clearly indicated specificity is‘neéésSafy);pthe Office of Selective Placement
‘Programs'fStaff‘wElI?prpvide technical “assistance to agencies in providing the . .

required information so that an’ approvable plan can be»prepared]and submitted with- -
n a given period of time for reporting to the Interagency Committee on Handicapped . = -
mployees ‘and. the Congress on.September 30 of each year. e Nl T e

i?, ‘This. report has been cleared-in- accordance with FPMRuibl—li;ll éﬁd_éssignéd:_.._;

iinteragency report control number 0023-CSC-AN. &= - S " :

- "Attachments

_..‘.,APP.T_.".Y??'_.F9'T_BE'P??'E,ZQQ~4IQ3,fZ3_;.CJA:RDESOMOM6.5A001700110022-1 P
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. . , ,,“,._vw,‘j.l.,\. B e S TR
B . FUBLICITY AND REGULATORY PROGRAM |
0 pqgii$h gompféhepSifgigﬁidéliﬁééﬁregardihg duties And,interfelationsﬁips
. among perSgp§;a§§§gngd,rgsp¢nsibi1ity for carrying out the program.

fi'ié#ﬁé'ihﬁé;héi:6#§¥&£ingiihstruétioﬁ§‘for implementing the action plan..

omittee including handicapped employees within
‘component activities, to assist management in
d'evaluating the; program. . ane ir

quarters and

_Pféviaé?iﬁformat> o ;hat,aLlyhandicapped gmployee§,‘inélddingithos

;thfﬁgy}bégomégdisablédkafte?»init}a!ﬁhire .are avare of .the services .
rovided.by; the . coordi ator i . S : '

L

CIaclude’ 1n°the agzncy f ;
.~ specific. goals for retruitment and placementAof handicapped

persons.

‘Review positions and job descriptions tofdetéfmine if tasks and ﬁédigai
f;requireméntsjAréwunnecessarily_restrictiveAtb'the employment of handicapped
Andividuale. oo T CrPioyRent of handicap

: _fﬁaés transit, taxi serviéés,
", carpools, and air travel, and take steps to encourage appropriate
modifications. T i v oo L S

fiIdéhtify £féﬁsp6f£étion4Earfiéfé‘reiated to

Lo L

:ffKéviéﬁ p6$ition§’ééydgtermine whether duties can be performed by hahdicapped
ifpepéons-or can be modified to accommodate them. . S - e

ke&iew“méritjprombtidn%docﬁ@énts'tb assure that handicapped persons are not
3”“prohibited,fromfapplying.for position advertised. o C :

Assure that the work.eﬁvironment;is free of architectursl barriers.
of .primary concern. include parking facilities, restroom facilities,
ment of elevator controls, emergency signals for blind and deaf, and
"building entrances., ~» .« o s Lo e ey :

'Aréas
place-

RECRUITMENT
Publicize the progrem within the
rehabilitation and veterans' or
are aware of the program and se

agency and to the general public,'(e;g.,
ganizaticns) so that disabled applicants
rvices provided by the coordinator.

Establish contacts with local communit

74 serving disabled veterans,
«(; representatives,

Yy organizations (private and public)
including State and local veterans employment -
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}fEstablxsh liaison with State vocational rehabilitation veterans' '

_ ._organizations and other public and private organizations serving the ’

" .. handicapped to facilitate procedures for recruitment - training assistance,
- and additional services.'” DRI e '

Establish outreach reeriitn nt activities with counseling”psycholooists"
;of Veterans Administration regional offices and hospitals and with o
- military. ' . R '

Establish’ recruitment procedures”to’ assure_that severely handicapped persons'ﬂ
are- con51dered for employment ,1nclud1ng the furnishing of vacancy announce--
ments and agency literature to public nd private organizations serv1no" S

“Provide opportunities for seasonal and/or pnrt time employment fori'
'handicapped persons-‘ : S

 Es ablish a system whereby'employees ‘who become disabled are 1dentif1edx B
"~ so that services can be provxded and efforts made to retain them in C
- _Federal employment - e

. 3'-: by

iZProvide placement tollowup on all handicapped employees. " 7;""q

fEstablish a program for unpaid work experience for clients of State
vocational rehabilitation egencies (See FPM Letter No 306 6)

Ey Coordinators J;Qﬁ
' Provide orientation and training programs for enhancing managers' and
'Hsupeivisors' knowledge of the program ' T

;_Provide trainino for coordinators and personnel staffing specialists in
) program practices and procedures, selective placement techniques,‘etc.

vTrain coordinators and personnel staffing specialists in the use of
various appointment options available for the handicapped including
Veterans Readjustment Appointments (VRA's), 700-hour appointments,
Schedule A, section 213.3102(u), and noncompetitive appointments for
disabled veterans under regulation 315 604 :

Handicapped Employees
Provide handicapped employees the necessary additional assistance for

participating in training and developmental activities. Readers for
the blind and interpreters for the deaf are examples of such assistance
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Attachment 1°to FRY Ltr. No. 306- 13 (3)
a6 004103/23 CIA- RDP80M0016.017001100221 |

Veterans"

Coordinate efforts wlth the Chlef of Counse11ng and Rehabllitation
Section in the. ‘nearest Veterans Administration reg‘onal office to develop
on-the-job training programs for. veterans with compensable service-
.connected dlsablllties.; (These are on-the-job tralnlng programs whlch
_may be approved for payment of VA beneflts)

REPORTS S

=:fgasigb;ishfa_fépbft{ﬁg-sy

‘.-Establlsh crlterla and.procedures for evaluatlng the status of the program,
':isuch{
. mentio: handlcapped ind‘

’fReview program requxrements.and ASsess program in relatlon to actual

'gemployment StatlSthS fo handlcapped and dlsabled veterans for a speciflc
w;tlme period”’ ) '
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Format fo "Agency: Repc“t of Affirmatlve Actlon '
Proaram Plan on Employment of the Handlcapped o

' A;: Statlstlcal Da a

Total number of a11 employees as- of :
5December 31, 1976. - (Include full time
permanent and all: others‘ ,

uil;

‘Number of " -ggency. component activ1t1es
and field ostabllshments haulng
?app01nt1n; authorlty

. 2. Percentaoe of time spent by agencywlde ‘ | i
Coordlnetor for Selectlve Placement 1n ' i
‘“3“8811'18 the program' - e i

"13 Number of coordinators de51gnated in i:
L all component agency activ1ties. ’_Tq

tf'Percentege of time spent by component
coordinators 'in implementing the
program._ Indicate the number in -
each group.. RV

- -10% ¢
ALy
50T
SN L 75%
'.'_76;; 1002

A "C. Source of Date

1. Describe the source of data used for the report on the number of
handicapped employees., (Item A-2 above)
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A:'Fofﬁeécfer Ageﬁey ReboitﬁefﬂéfflrmatiVe'Actldﬁ'7' :
Program Plan on Employment of Dlsabled Veterans .

A. Statlstlcal Data as of December 31 1976
.7 (Use the following table format,).

;determlnatlon of.handlcapped employees must be made from
extractlng records .using - ‘the codes and gu1de11nes shown in *
- FPM chapter 291 appendlx c,. paraoraph 2 _for determlnan, S
‘reportable handlcaps,k : '

-Soﬁfce'cf-Datae

'_»Deééfibé“the“source‘6f~&a£a_h§ed fdrithé’iepoft.ih‘ltem A abb%é:'“

:_ﬂ?EXEiudeé'loﬂéoiﬁt ethef’(ébouse,»wiébﬁ/&iéeﬁef;féhﬁrmefhef).

-250-535 {o1)

R e e T RN U M
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No.” in Work Force  No. Handiéébbed.ibi _fj‘> N




